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COMPUTERS IN BUSINESS Student Name__________________ 
 Period_________ 
         
 

PERFORMANCE SKILLS EVALUATION CHECKLIST 
(OPTIONAL – May be used by student or teacher to record ongoing progress.) 

 
 

4 = Highly Skilled  Successfully demonstrated without supervision 
3 = Moderately Skilled  Successfully demonstrated with limited supervision 
2 = Limited Skill  Demonstrated with close supervision 
1 = Not Skilled  Demonstration requires direct instruction and supervision 
 

A minimum score of 3 for each of the following performance skills must be achieved to meet state skill 
certification requirements.  This represents attaining at least 80% competency on the applicable state core 
standards. 
 

 
Standard 0000-01 Keyboarding 

 
Improve keyboarding speed 4 words per minute with an accuracy level of no more than 6 errors on a 
3 minute timing.  Students at 50 words per minute or greater should be rated at the teacher’s 
discretion. 

4 Highly Skilled 4 wpm increase with 6 errors or less 
3 Moderately Skilled  3 wpm increase with 6 errors or less  
2 Limited Skill   2 wpm increase with 6 errors or less 
1 Not Skilled   1 wpm increase with 6 errors or less 

 
1 2 3 4 

 
Correct keyboarding technique. 

4 Highly Skilled   Mastery Level – The student knows the keys 
and keys by touch.   

3 Moderately Skilled  Near Mastery – With more practice, the 
student will key by touch.  

2 Limited Skill   Partial Mastery – The student looks at the 
keys most of the time. 

1 Not Skilled   Minimal Mastery – The student is dependent 
on looking at the keys. 

 
1 2 3 4 

 
Standard 0000-07 Desktop Publishing 

 
Create an advertisement with the following requirements:  two fonts, two font colors, two font sizes, 
and one graphic.  The flier must make good use of white space, color, balance, and page design. 

 
1 2 3 4 

 
Create a newsletter with a masthead, three columns, a graphic in each column.  The newsletter must 
make good use of white space, color, balance, and page design. 

 
1 2 3 4 

 
Standard 0000-08 Web Page Design 

 
Create a web page using HTML that includes the following tags:  a title heading, sub-heading, body 
text, and text enhancements including two font colors, bolded word(s), italicized word(s), and a 
graphic. 

 
1 2 3 4 

 
Create a home page using a web page editor that includes a title heading, sub-heading, body text, and 
text enhancements including two font colors, bolded word(s), italicized word(s), and a graphic, and 
create a link to an existing web page. 

 
1 2 3 4 

 
Create a second web page using a web page editor that will link to the student’s home page.  It also 
must include a title heading, sub-heading, body text, and text enhancements including two font colors, 
bolded word(s), italicized word(s), and a graphic.  The student must also create a home button on the 
bottom of the web page. 

 
1 2 3 4 

 
 
Student Signature__________________________ Teacher Signature_________________________
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